
2009 CSAC GPA Submission 
Training

To hear the audio portion of this training please 
dial-in to the telephone conference line:

(888) 886-3951
CCCConfer Passcode: 435212

HAVING PROBLEMS?
CCC Confer Client Services is available

Mon - Fri between 8:00 am - 4:00 pm  
760-744-1150 ext 1537 or 1554

or email clientservices@cccconfer.org

mailto:clientservices@cccconfer.org


2009 CSAC GPA 
Submission Training

PRESENTED BY:
School Support Services Branch

California Student Aid Commission
E-Mail: schoolsupport@csac.ca.gov

(888) 294-0153 – Option 3

Assisted By:

CSAC Helper 1
CSAC Helper 2

mailto:schoolsupport@csac.ca.gov


Our thanks to the California Community College 
Chancellor's Office for allowing us to use 
CCCConfer,  their on-line webinar system!

This session will be archived for future access 
from the CCC Confer website (available for 90 
days):   www.cccconfer.org – Click on Archives 
tab

A FAQ sheet from today’s chat questions will be 
e-mailed to all registered participants.

2009 CSAC GPA 
Submission Training

http://www.cccconfer.org/


Establishing a WebGrants Account 
Who to Contact:

Contact the CSAC Technology Help Desk
– (888) 294-0148
– csachelpdesk@csac.ca.gov

Retrieve the WebGrants access request 
forms from the CSAC website
– www.csac.ca.gov

To access the WebGrants Home Page
– https://webgrants.csac.ca.gov

mailto:csachelpdesk@csac.ca.gov
http://www.csac.ca.gov/
https://webgrants.csac.ca.gov/


Retrieving the CSAC WebGrants 
Access Forms

Retrieve the WebGrants High School 
access request forms from the CSAC 
website:

www.csac.ca.gov
– Schools
– High Schools
– WebGrants

http://www.csac.ca.gov/


www.csac.ca.gov













Access to WebGrants

Once your System Administrator’s Access 
form and your Information Security and 
Confidentiality Agreement are submitted and 
processed, our CSAC Help desk will e-mail 
your User ID and Password to you.
CSAC requires the actual signed forms, 
faxes not accepted.
At that time you will be able to access 
WebGrants



https://webgrants.csac.ca.gov

https://webgrants.csac.ca.gov



Why use WebGrants 
to submit GPA’s?

GPA’s can be uploaded by batches or 
individual records
WebGrants has built-in edits to catch errors
Confirmation of receipt of records
Access to GPA Summary and School of 
Origin Reports
More secure than US Mail



How do you access the User Guides in 
WebGrants?

Use the Help link in the upper, right-hand 
corner. 



WebGrants Help Menu



How to calculate GPA’s for High School Seniors:
Base GPA only on courses taken during Sophomore 
and Junior years (including any Summer courses 
taken for Sophomore and Junior years).  NEVER 
include grades from P.E., ROTC, or remedial 
courses (use your school’s own definition of 
remedial). Failing grades not retaken prior to the 
students Senior year must be included.

– Calculate the GPA’s based on a maximum 4.00 
scale (anything over a 4.00 will reject).

How to Calculate Cal Grant 
GPA’s



How to Calculate Cal Grant GPA’s 
Cont.

For high school graduates include their 
senior year grades as well.

To calculate a college GPA, go to: 
http://www.csac.ca.gov/doc.asp?id=1177
Look for:
“Cal Grant GPA Calculation Instructions”

http://www.csac.ca.gov/doc.asp?id=1177


Best Practice Topics
1. DON’T WAIT! (GPA’s can be uploaded 

right now)
2. Establish a WebGrants account.
3. Know how to access the WebGrants User 

Guides on the GPA upload process.
4. Use the “Add GPA’s” screen for a small 

batch of GPA records (ex. less than 100). 
5. Upload a GPA data file in .txt format if you 

have a lot of GPA records (more than 
100).

6. Use WebGrants reports to see the status 
of your submitted GPA records.



Only have a small number of 
students?

Add their GPA’s individually.



Uploading GPA’s by individual record.

“Click GPA”



Uploading GPA’s by individual record. 

Click “Add GPA’s”



Uploading GPA’s by individual record



Uploading GPA’s by individual record

Select the 09/10 AY

Choose the number of records and click “GO”



Uploading GPA’s by individual record



TIP
When adding GPA’s individually, only add 
about 10 at a time. The WebGrants system 
does time out, so if the system times out 
before you “Submit” the GPA’s, they will not 
be saved.   



Have a lot of GPA records to 
submit?

Use the GPA Upload Process. 



WebGrants GPA File Layout





GPA Upload
If you will be using Excel 
to create your GPA file, 
you should first format 
your cells to a text format. 
To do this:
– First click on the corner 

cell next to “1” and “A”
– Then click on “Format”
– Then select “Cells”
– Finally choose “Text” 

located in the Number 
Tab



You might start with an Excel GPA file that looks 
something like this:



The “Header” row or title row for each section is not 
needed and should be deleted.



After selecting the entire row, RIGHT CLICK on your 
mouse and select Delete to delete the row



Now the row is gone…but what else is wrong?



We don’t need the student’s name or Homeroom 
teacher’s name. This will also need to be deleted.



Same as before, highlight the columns and then RIGHT 
CLICK to delete them.



Anything else? (*hint: it’s already highlighted!)



RIGHT CLICK to delete the blank row. You would also 
delete any extra blank columns too (this is a common 

reason why data files don’t upload correctly).



Ready to save as text



Once you have ensured that all the GPA records are 
correct, save the file to your desktop as a text file (.txt)



Saving an Excel Spreadsheet as a text file (.txt)
Text (MS-DOS) (*.txt)



You will get two alert messages, just click OK or 
Yes for both of them.



You will get two alert messages, just click OK or 
Yes for both of them.





Under the GPA – Upload GPA’s screen, the .txt file you 
just saved to your desktop is the one you upload. Click 

on Browse to find the file on your desktop.



This is the screen you’ll get during the upload.



This is the upload status screen you get after the upload. 
This screen tells you if any of the records had errors and 

need to be fixed and uploaded again.

THIS IS NOT THE FINAL SCREEN!





Once you have corrected the GPA records that had 
errors and re-uploaded the file, you should get a 
confirmation that there were zero invalid records!

THIS IS NOT THE FINAL SCREEN EITHER!



This is the screen you will get when you have 
successfully uploaded your GPA file (print it out!)

THIS IS THE FINAL SCREEN!



WEBGRANTS REPORTS



To view WebGrants Reports – Click on Data Transfer



Select Report Download



Your school ID will auto-populate, then use the drop- 
down menu in the Reports field to select GPA Summary 

report. Then click GO!



Note the Report Date; this is the day that we last ran a 
batch cycle so every GPA that was uploaded through 
this date will be on the report. Click on Retrieve File.



Click on Display/Download link to view the report. To 
save or print the report, RIGHT CLICK on this link and 
select Save Target As to save it to your desktop as a 

text file.



CSAC GPA Videos on Teacher Tube

Access CSAC GPA videos on Teacher Tube 
Go to www.teachertube.com
Hit the “Videos” tab.  
In the “search videos” field enter 
“CaStudentAid”
Please note the search function is case 
sensitive.



This  concludes the 2009 Electronic GPA Submission 
Training!

QUESTIONS? 

PLEASE EMAIL US AT:

SCHOOLSUPPORT@CSAC.CA.GOV
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